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DoD 5000.12-M

FOREWORD

This Manual is published under the authority of DoD Instruc-
tion 5000.12, "Data Elements and Data Codes Standardization Pro-
cedures," April 27, 1965. The purpose of this Manual is to
provide a current reference source for DoD-approved standard data
elements and codes. In addition, it contains general guidelines
and criteria for the standardization of data elements and data
codes.

DoD 5000.12-M, October 1986, is hereby CANCELED to provide
the most current reference source for DoD-approved standard data
elements and codes. The guidelines and criteria remain the same.

Section 1.0, INTRODUCTION, contains background information
on data element and data codes standardization, the organization
of the Manual and how to use it.

Section 2.0, STANDARDIZATION PROCEDURES AND CRITERIA, speci-
fies the procedures for standardizing data elements and codes in
the Department of Defense and the criteria to be applied in the
standardization process.

Section 3.0, DoD STANDARD DATA ELEMENTS AND CODES, contains
listings of all DoD standard data elements and data codes by
standard reference number, name and keyword out of context.

Section 4.0, OBSOLETE DATA ELEMENTS AND CODES, lists the
obsolete DoD Data elements and data codes in standard reference
number order, alphabetically by name, and by keyword out of
context.

Section 5.0, USER AIDS, lists data items of selected data
elements in different sequences than those shown in Section 3.0,
Part 4.

This Manual is effective immediately for use by all DoD
Components. Heads of DoD Components may issue supplementary
Manuals, when necessary, to provide for unique requirements
within their Component.

This publication may be obtained from the appropriate office

shown below:

For the public -

Director
National Technical Information Service
5285 Port Royal Road
Springfield, Virginia 22161
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For the Federal Govet nt and its contra•Otrs,

Administrator
Defens T*ewlhral Intorzstion Center
Ca~eron station
Alexandria, Virginia 22314
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1.0 INTRODUCTION

1.1 BACKGROUND

The need for standardizing data elements and codes in the
Department of Defense has become critical with the technological
advances in computer system hardware, software, communications
and networking. It is extremely important that, in exchanges of
automated data, the one receiving the data has the same interpre-
tation as the one sending it. This understanding is related to
the definitions of the data elements and the values of the data
codes. For example, it is important that the use of the data
element "date" with a value of 120610, is understood to be June
10, 1912 and not December 6, 1910. The need for standardization
in non-automated systems is still valid and is being stressed in
the Department of Defense.

The DoD Data Elements and Data Codes Standardization Prog-
ram is implemented by DoD Directive 5000.11, December 7, 1964,
under the responsibility of the Assistant Secretary of Defense
(Comptroller). The program is operated by Washington Headquar-
ters Services, Directorate for Information Operations and Re-
ports.

The program goal is the standardization of data elements
and codes used in manual and automated systems. These standar-
dized data elements provide for uniform and consistent data
collection and transmission through common interpretation and
understanding of the information being exchangedi

This manual is the medium for publishing DoD Standard Data
Elements and their related features. It provides a reference
source for Defense managers at all levels, data system designers
and programmers, and all users of automatic data processing. It
contains all approved DoD Standard Data Elements, thereby provi-
ding a single source for all DoD Components. These standard data
elements provide the user with the tools necessary to collect
standard data, build systems, and communicate with other data
systems and data managers. Additionally, this manual includes
detailed procedural material governing the Data Element Standar-
dization Program, such as processing the form for "Recommended
Standard Data Elements and Related Features," DD Form 1625.

1.2 ORGANIZATION OF THIS MANUAL

Section 1.0, INTRODUCTION, covers the background of the DoD
Standardization program, organization of this manual, and final-
ly, how to use it.

Section 2.0, STANDARDIZATION PROCEDURES AND CRITERIA, pro-
vides definitions in Section 2.1 and contains detailed informa-
tion on procedures in Section 2.2. In this section, the speci-
fics of processing data elements for standardization are covered
as well as the details associated with the preparation of the DD
Form 1625, "Recommended Standard Data Elements and Related Fea-
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tures." In Section 2.3, the details of developing standard data
element definitions, abbreviations, data codes, and related info-
rmation are covered. In addition, the structures of quantitative
and qualitative data elements and data chains are covered.

Section 3.0, DoD STANDARD DATA ELEMENTS AND DATA CODES,
lists the active data elements and data codes in four parts as
follows:

Part 1 - Reference Number Index of Data Elements and Data
Use Identifiers which displays, by standard reference number,
the name, element type, Assigned Responsible Agency (ARA), and
change date applicable to each reference number. The standard
reference number is a four character alphabetic code which is a
shortened reference to the name of the data element or chain.
The first two characters are the first two letters of the name of
the standard data element or data chain. The last two characters
are arbitrarily assigned between two existing data elements or
data chains whose names share the first two letters. For exam-
ple, the reference symbol for "Separation Document Type" is SE-
KM. Quantitative data elements initially developed as members of
data element categories are assigned a six position alphanumeric
reference symbol. For example, the reference symbol for "Time in
Days" is 10-TT-03.

Part 2 - Alphabetical Index of Data Elements and Data Use
Identifiers shows, in alphabetical order by name, the data ele-
ment type, ARA, change date, and standard reference number.

Part 3 - Data Elements and Data Use Identifiers Keyword Out
of Context Index shows by keyword in the data element name, the
data element name cross-referenced to the standard reference
number.

Part 4 - Data Elements and Data Codes Dictionary shows all
of the details of each data standard including the definitions,
codes, and data items where applicable. The listing is in se-
quence by standard reference number.

Section 4.0, DoD OBSOLETE DATA ELEMENTS AND DATA CODES lists
the obsolete standards in four parts as follows:

Part 1 - Reference Number Index of Obsolete Data Elements
and Data Use Identifiers in standard reference number order.

Part 2 - Alphabetical Index of Obsolete Data Elements and
Data Use Identifiers (DUI) by data element or DUI name.

Part 3 - Obsolete Data Elements and Data Use Identifiers
Keyword Out of Context Index by keyword in data element or DUI
name.
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Part 4 - Obsolete Data Elements and Data Codes Dictionary
by standard reference number.

Section 5.0, User Aids lists data items of selected data
elements in different sequences than those shown in Section 3.0,
Part 4.

1.3 HOW TO USE THIS MANUAL

The basic policy for the DoD Data Elements and Data Codes
Standardization Program is contained in DoD Directive 5000.11 and
DoD Instructions 5000.12 and 5000.18. This manual provides fur-
ther detailed guidance on the standardization procedures asso-
ciated with coordination of proposed standards and criteria for
data element/code standardization. In addition, it provides an
inventory of the active and obsolete DoD standard data elements
and data chains.

Section 2.0, STANDARDIZATION PROCEDURES AND CRITERIA, is of
primary use to those who are involved in the development of new
standard data elements and codes. Section 2.1 contains pertinent
definitions and Section 2.2, "Standardization Procedures," covers
the administrative procedures and guidance associated with the
processing of a data element or chain for standardization. In-
cluded in this section are the instructions for preparing the DD
Form 1625, "Recommended Standard Data Elements and Related Fea-
tures," which is used in the coordination process. Section 2.3,
"Standardization Criteria," is of primary interest to those who
develop the data element names, abbreviations, data codes, defi-
nitions, and other related information when standardizing data
elements and codes.

Section 3.0, DoD STANDARD DATA ELEMENTS AND CODES, and 4.0,
OBSOLETE DATA ELEMENTS AND CODES, listings of the active and
obsolete standards, respectively, are principally used by DoD
data managers and system developers. Data standards personnel
use them to determine if existing standards can be used in lieu
of new ones or whether a new standard must be developed. Each of
these sections are composed of four parts containing: 1) Refer-
ence Number Index of Data Elements and Data Use Identifiers, 2)
Alphabetical Index of Data Elements and Data Use Identifiers, 3)
Data Elements and Data Use Identifiers Keyword Out of Context
(KWOC) Index, and 4) Data Elements and Data Codes Dictionary By
Standard Reference Number.

Section 5.0, User Aids, is available to assist the user as
appropriate.
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2.0 STANDARDIZATION PROCEDURES AND CRITERIA

2.1 DEFINITIONS

The following definitions are provided for purposes of the
manual:

A. Data Element - a grouping of informational units
which has a unique meaning and subcategories (data items) of
distinct units or values. Examples of data elements are Sex,
Race, Countries of the World, Department of Defense Component,
Contract Item Status,-National Item Identification Number, and
Quantity Shipped.

B. Data Item - a subunit of descriptive information or
values classified under a data element. "Countries of the World"
contains data items such as "Afghanistan, Albania, Algeria;" the
data element "Department of Defense Component" contains data
items such as "Department of the Army, Office of the Secretary of
Defense."

C. Data Code - a number, letter, character, symbol or
any combination thereof used to represent a data item. For
example, the data codes "S," "D" and "0" represent the data items
of "Origin," Destination" and "Intermediate" under the standard
data element "Logistics Site."

D. Data Use Identifier - the name given to the use of a
data element in a data system. For example, the data element
"States of the United States," when used in a system may be
assigned a data use identifier, "State of Birth" or "State of
Residence."

E. Data System - combinations of personnel efforts,
forms, formats, instructions and procedures, data elements and
related data codes, communications, and data processing equip-
ment, which provide an organized and interconnected means, either
automated, manual, or a mixture of these for recording, collec-
ting, processing and communicating data.

F. Assigned Responsible Agency (ARA) - DoD Component
receiving assignment to chair a working group of affected DoD
Components to develop a recommendation to Washington Headquarters
Services (WHS), Directorate for Information Operations and Re-
ports(DIOR) for standardization of specific data elements and
related features. After approval of a recommended specific stan-
dard by WHS(DIOR), the ARA will maintain the standard by evalua-
ting, approving and coordinating changes in related features.

G. Data Chain - a name or title given to the use of a
combination of two or more logically related standard data ele-
ments, data use identifiers, or other data chains. For example,
the data chain "Complete Calendar Date" is made from the combina-
tion of the four data elements "Century," "Year," "Month" and
"Day. "
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2.2 STANDARDIZATION PROCEDURES

2.2.1 GENERAL PROCEDURES

These General Procedures cover the actions of the DoD Compo-
nents and the Assigned Responsible Agency (ARA) in initiating and
conducting data elements standardization projects; organizing and
operating the work group; performing the research and analyses
necessary to standardize data elements assigned; applying crit-
eria and other actions involved in standardization and implemen-
tation; and reporting and controlling the work.

In response to DoD Directive 5000.11, "Data Elements and
Data Codes Standardization Program," dated December 7, 1964, each
Department of Defense Component has designated an office to act
as the single point of contact for the Component and to represent
its interest to the WHS(DIOR) on all matters concerning data
elements and related codes.

To provide appropriate coordination, the representatives of
the DoD Components, designated as Points of Contact for data
element standardization matters, must be aware of pending ac-
tions. They must know who in their organization is assigned to
working groups on data standardization. Therefore, the names of
members participating in the working group, representing their
Component, if any, should be sent to these Points of Contact.
Additionally, the coordination required by DoD Instruction
5000.12 should accomplished by forwarding the proposed data ele-
ment recommendation(s) on a DD Form 1625 to these Points of
Contact, who will perform necessary staffing to prepare and
forward the official Component position thereon.

Points of Contact, in staffing proposed data elements within
their Components, should be sure that each functional area care-
fully examines each proposal with the specific intention of using
it, if applicable, in that function. The fact that a proposed
data element has been developed and is being coordinated by an
Assigned Responsible Agency (ARA) in a different functional area
does not mean that any other functional area is exempt from use.
For example, a proposed data element such as "Type of Document,"
being developed and coordinated by the Configuration Management
ARA, will be used by, and must receive thoughtful input from,
such functions as payroll, procurement and all others who iden-
tify a type of document in their data systems.

In developing Implementation Schedules, the ARAs will for-
ward requests for information to the Component Points of Contact
for similar staffing. All functional areas must be consulted in
the preparation of the Implementation Schedule and all applicable
data systems must use the standard data elements.

Points of Contact should arrange, within their Component, to
coordinate on all internal Directives, Regulations, Procedures
and other publications, to assure the use therein of DoD standard
data elements where available and applicable.
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2.2.1.1 STANDARDIZATION STEPS

A. Initiation Recommendation

DoD Components may informally recommend a standardization
project for initiation, change, or deletion of a data element and
forward such recommendation to Washington Headquarters Services
(WHS), Directorate for Information, Operations and Reports
(DIOR), stating name of data element, sample of data items, need
for priority standardization and recommended ARA. When change or
deletion of an approved standard data element is recommended,
justification must be included.

B. Project Initiation

Data element standardization action will be initiated by
WHS(DIOR) making a formal project assignment to an Assigned
Responsible Agent (ARA) to form a working group to develop a
specific recommendation. The project assignment will include,
after a standard has been approved, the continuing maintenance
responsibility.

C. ARA Action

After receiving an assignment, the ARA will take all
necessary actions to standardize the specific data elements,
assuring that informational requirements of all functional areas
are satisfied, and to coordinate the proposed recommendations
with all DoD Components. A completion date for each standardiza-
tion action will be established by agreement between WHS (DIOR)
and the ARA. During the coordination phase, the ARA will assume
concurrence if no contrary comment is received by such date.
Where unanimity is not achieved, consensus will determine ARA
recommendation of the standard, and the statement of nonconcur-
rence and reasons therefore, as well as the majority opinion,
will be forwarded to WHS(DIOR) for resolution.

D. Approval Recommendation

The ARA will forward the recommendation for approval of
the recommended standard to WHS(DIOR) along with all concurrences
and comments.

E. Proposed Changes

Subsequent proposed changes to the related features of a
standard data element may be forwarded by any DoD Component to
the ARA for approval, under ARA's maintenance responsibility
stated in the ARA'Procedural Steps below, using the DD Form 1625.

F. Problem Resolution

Problems resulting from the application of prescribed
procedures and criteria for defining and coding data elements
will be referred by the ARA to WHS(DIOR) for resolution.
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G. Security

If any single data element or related feature, or a
partial or total list of these data elements and features, should
be protected for national security reasons, the procedures out-
lined in DoD 5200.1-R, "Information Security Program Regulation
(ISPR)," August 1982, will be followed.

H. WHS(DIOR) Responsibility

Approved standard data elements and related features will
be published and updated in the DoD 5000.12-M, "Department of
Defense Manual for Standard Data Elements," for use and reference
by all concerned.

2.2.1.2 ARA PROCEDURAL STEPS

A. Assign Resources

Designate sufficient resources to research existing sys-
tems, directives, and forms where similar or equivalent data
elements are to exist.

B. Data Element Research

As research proceeds, data elements should be identified
and recorded to show: (1) the name each time it appears; (2) any
data qlement definitions which appear; and (3) the directive,
form citation, or system in which they appear.

C. Data System Research

Survey the known and foreseeable data system requirements
of the various DoD functional Components, in terms of the data
element(s) under consideration, and list them by tentative name.

D. Analysis

Study the elements of data extracted during research.
Select and develop the one which most nearly meets each antici-
pated data requirement. Name and define the element and its
related features in accordance with the procedures and criteria
set forth in this manual.

E. Data Item Research

The first thing to establish is the tentative list of
data items, when applicable, which determines the true meaning of
the data element by establishing the homogeneous class character-
istic which all the data items share. As far as possible, lists
of all data items involved should be assembled or compiled.
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F. Range and Depth of Research

The range and depth of research and recording must be
tailored to the situation. Any data element with limited data
items such as "Month" does not require in-depth research into
systems before its use each time. On the other hand, a more
complex data element, such as "Countries of the World," exists in
so many different permutations and combinations that extremely
broad and in-depth research must be undertaken in developing the
requirements and the existing solutions to them as the basis for
development of a standard data element.

G. DoD Standard Data Element Implementation Schedule

Prepare a recommended time-phased schedule for implemen-
ting the standard according to the policies of DoDI 5000.18,
"Implementation of Standard Data Elements and Related Features,"
March 17, 1969.

H. Administrative

Forward the proposed implementation schedule and suppor-
ting documents to WHS(DIOR) for approval.

I. Maintenance

Act to maintain currency of the standard data elements.

2.2.2 DATA ELEMENT COORDINATION

This guidance and criteria are provided to assure that data
element coordination is handled uniformly under the provisions of
DoD Instruction 5000.12, "Data Elements and Data Codes Standardi-
zation Procedures," dated April 27, 1965.

2.2.2.1 SCHEDULE

Because of the varied impact of a standard data element
on the data systems and operations of the individual DoD Compo-
nents, the time established for the coordinating cycle must
maintain some flexibility. As a general rule, an Assigned
Responsible Agency (ARA) should allow 60 working days for coordi-
nation and replies on one or more proposed standard data ele-
ments. When 60 days is not enough, the point of contact in the
coordinating component will request the minimum extension in
which coordination can be accomplished. If revision and recoor-
dination is required, an additional 60-day coordinating period
should be established.

2.2.2.2 PROPOSAL COVERAGE

Experience has shown that some DoD Components have a
limited interest in the range of data elements being coordinated.
To assure that no organization misses any data element of inte-
rest, ARA's should send every proposed data element to each DoD
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data element point of contact. In cases where large amounts of
textual data are involved, a determination should be made, if
possible, as to those Points of Contact likely to require the
data element and those unlikely to require the data element. The
entire data element proposal should be forwarded to the former
and only the name and definition of the data element to the
latter, with a notification that the entire proposal will be
forwarded upon request. If such a selective determination cannot
be made, the entire proposal should be sent to all Points of
Contact. In cases where the DoD Component has no interest, a DoD
Component point of contact may provide telephone concurrence to
the ARA.

2.2.2.3 NEED FOR SUPPORTING DATA

Standard data elements are intended for use in all systems
and cannot be isolated to a single system. For example, a stan-
dard data element, "Countries of the World," will be used in many
systems. Some data elements are being developed and standardized
within a set of systems, such as the Health Affairs assignment.
Many of the data elements standardized in this assignment will
have a more limited application such as "External Cause of
Injury" or "Number of Patient Beds." This range and diversity of
scope of the DoD Components result in a degree of specialization
in some that may cause the need for additional explanatory data
for others. Therefore, any organization which needs such a
system description should contact the ARA in such an instance,
requesting whatever information of this type is available.

2.2.2.4 RESPONSIVENESS

Although DoD Instruction 5000.12 authorizes the ARA to assume
concurrence to a proposed data element being coordinated if no
comment is received, it has been found that the ARA can be sub-
stantially assisted in formulating recommendations if the coordi-
nating components provide positive written responses, including
suggestions and information on their requirements for the data
element.

2.2.2.5 COORDINATION PROBLEMS

Occasionally data element proposals which have been forwarded
for coordination have been questioned by some Points of Contact
in light of an apparent failure to properly apply the disciplines
of DoD Instruction 5000.12. Such questioning is important. To
consume personnel time by staffing a data element that has not
been properly developed is indefensible. On the other hand, to
determine and judge categorically the work of an ARA as incorrect
is beyond the responsibility of a DoD data element point of
contact. Therefore, in cases where a point of contact determines
that a proposed data element, received for coordination, to be
unworthy of staff time to coordinate, a constructive memorandum
to the ARA should be prepared with a copy to Washington Headquar-
ters Services, Directorate for Information Operations and Re-
ports, explaining the rationale upon which his judgment was made
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and an example(a) of where the disciplines and criteria of DoD
Instruction 5000.12 have been violated. WHS(DIOR) will make the
decision on further coordination action.

2.2.2.6 NONCONCUR RESPONSES

Care must be taken in preparing nonconcurrences and memoran-
da returning data elements without coordination. A nonconcur-
rence should be based on legitimate and valid rationale. Fur-
ther, to assist the ARA in understanding the nonconcurrence, the
rationale should be detailed understandably and include construc-
tive suggestions and proposed alternatives with reference to the
data system(s) involved and related documentation, if available.

2.2.3 DD FORM 1625

DD Form 1625, "Recommended Standard Data Element and Related
Features," is shown in Figures 2.2.3-la through ld on the follo-
wing pages. This section covers its intended purpose and use,
and the instructions for filling it out.

2.2.3.1 PURPOSE

The DD Form 1625 will be used by the Assigned Responsible
Agency (ARA) to coordinate new, deleted, revised and additional
data elements and related features and for submitting those
actions to the WHS(DIOR) for approval in accordance with DoD
Instruction 5000.12; and by a component in its internal data
standardization program.

2.2.3.2 PROCEDURE

Instructions for filling out the DD Form 1625 have been
provided in Section 2.2.3.6. WHS(DIOR) can provide additional
guidance, if needed.

2.2.3.3. SECURITY CLASSIFICATION

Whenever a data element or data chain must be classified,
the appropriate classification will be stamped at the top and
bottom of each page. Downgrading stamps will be used as approp-
riate.

2.2.3.4 REFERENCES

The following references which are applicable to the DoD
Standardization Program should be used in the preparation and use
of DD Form 1625:

A. DoD Directive 5000.11, "Data Elements and Data Codes
Standardization Program," dated December 7, 1964.
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Figure 2.2.3-1a

RECOMMENDED STANDARD DATA ELEMENT AND RELATED FEATURES
(Reference DOD 5000.12-M)

TO: tAddressee for Coordination or Approval) FROM: (Prepawin Organisation)

CURRENT DATE (Year - Month - Day) SUSPENSE DATE (Year - Monta - Day) REFERENCE NUMBER

1. TYPE OF ACTION AFFECTING DATA ELEMENT/DATA CHAIN AND RELATED FEATURES

Prepare a separate form for each type of action

0 NEW [] DELETE C REVISE 0 ADD

Check below as many as appropriate for action recommended

0 DATA ELEMENT 0 DATA CODE [0 DATA USE IDENTIFIER [ DATA ITEM

2. DATA ELEMENT- DATA CHAIN NAME (To be completed in allcams.) 3. ABBREVIATION OF ITEM 2 (Maximum 30 characters.For space, use hyphens.)

4. DATA ELEMENT / DATA CHAIN DEFINITION / EXPLANATION (Complete only if new or reui•e.)

5. CONCURRENCES [] CONCUR [ NON-CONCUR (Add comments on page 4.)

6. DATA ITEMS AND DATA EXPRESSIONS
a. CHECK APPROPRIATE BOX b. ENTER CODE COMPOSITION
O DATA CODE STRUCTURE (A -Alpha, AN - Alpha-Numeric, N - Numeric)

El LITERAL LENGTH (If coded or literal)

0 QUANTITATIVE EXPRESSION MAXIMUM LENGTH OF QUANTITATIVE EXPRESSION

EXAMPLES OF QUANTITATIVE EXPRESSION (Decimal, etc.)

c. ENTRIES

LINE NUMBER NAMES IN LOGICAL SEQUENCE ABBREVIATION DATA
FOR EACH FOR DATA ITEM CLASS (Mnemonic CODE EXPLANATION

DATA ITEM CHARACTERISTIC may be useS) ASSIGNED
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Figure 2.2.3-lb

.AA A 16 DATA EXPRSSIONS

LINE NUMBER NAMES IN LOGICAL SEQUENCE A VIBIEWATION DATA
FOR EA0H FOR DATA ITEM CLASS (MMAmw 0 E.PANATION

DATA ITEM CHARACTERISTIC may 6be mod) ASSIG"EO

7. DATA USE IDENTIFIER(S) (DUI)

NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM 1 ASDREVIATliON*

EXPLANATION (DOoW ~i ..- S~if-.gbu~mry.w)

NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM I a1vATK),-

EXPLANATION

NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM 1 AbOREVIATION*

EXPLAN4ATION
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Figure 2.2.3-1c

7. DATA USE IDENTIFIER(S) (Continued)
NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM 1I ABIBREVIATION*

EXPLANATION

NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM 1 JABBREVIATION*

EXPLANATION

NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM 1 ABBREVIATION*

EXPLANATION

NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM 1 JABBREVIATION*
EXPLANATION

NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM I ABBREVIATION*

EXPLANATION

NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM 1 ABBREVIATION*
EXPLANATION

NAME OF DUI FOR WHICH TYPE OF ACTION PROPOSED IN ITEM I ABBREVIATION*

EXPLANATION

NAME OF ASSIGNED RESPONSIBLE AGENCY 9. NAME AND TELEPHONE . Of PERSO TO CONTACT FOR

IEUR HEPLFO MA IOATIONd Oficr

NOUFinum 30 charactere. For spaces, use hyphens.

(Detached fm DD Form 1625)
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Figure 2.2.3-id

10. FOR DOD COMPONENT INTERN USE

11. DOD COMPONENT COMMENTS FOR OASO(C) CONSIOERATION AND APPROVAL

C W1,mMfl



B. DoD Instruction 5000.12, "Data Elements and Data

Codes Standardization Procedures," dated April 27, 1965.

2.2.3.5 USE OF DD FORM 1625

The DD Form 1625 will be used by either an Assigned Respon-
sible Agency (ARA) or DoD Component standardizing data elements
to coordinate recommended standard data elements, related fea-
tures, and changes with other components. It will also be used
by the ARA to forward recommended standards or changes to the
WHS(DIOR) for approval in accordance with DoD Instruction
5000.12.

2.2.3.6. INSTRUCTIONS FOR PREPARING THE DD FORM 1625

BLOCK NO. INSTRUCTIONS

"TO" Enter the addressee to whom the form is to be
sent for coordination or approval.

"FROM" Enter the name of the organization preparing
the request for standardization.

"CURRENT DATA" Enter the year, month, and day of the date on
which the form is completed.

"SUSPENSE DATE" Enter the year, month, and day of the date on
which comments are due from the coordinating
organization.

"REFERENCE NUMBER" Enter the reference number on the new data
elements (if any) used by the ARA in its
internal control and reference of this data
element item or code. On revised data
elements, enter the DoD standard reference
number (XX-XX) found in the DoD Data Standard
Manual.

BLOCK NO. INSTRUCTIONS

1. "TYPES OF ACTION AFFECTING DATA ELEMENT/DATA
CHAIN AND RELATED FEATURES" -

a. Mark the appropriate box that indicates the
action affecting the data element or chain and
related features, i.e. new, delete, revise,
add, etc.

b. Mark as many blocks as apply to type of
action requested.

2. "DATA ELEMENT - DATA CHAIN NAME" - Enter
the name of the data element or data
chain that action applies to (see Section
3.0 of this manual).
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3. "ABBREVIATION OF ITEM 2" - Enter the abbrevia-
tion of the data element or data element chain
for which action is requested.

4. "DATA ELEMENT/DATA CHAIN DEFINITION/EXPLANATION
- Enter the definition of the data element or
chain.

5. "CONCURRENCES" - Mark the appropriate box. Item
10 is used for signature of the reviewing
official who is concurring or nonconcurring.

6 "DATA ITEMS AND DATA EXPRESSIONS" -

a. Mark appropriate box that describes the
data item and/or data expressions, i.e., data
code, literal, etc.

b. Describe the code composition of the data
element and expression.

c. For each entry, complete all columns of
the chart.

7. "DATA USE IDENTIFIER(S)(DUI)" - APPLICATION OF

A DATA ELEMENT

"NAME OF DUI" - Enter the name given the

A Data Use Identifier.

"ABBREVIATION" - Enter the abbreviation
given the Data Use Identifier.

"EXPLANATION" - Enter an explanation of the
Data Use Identifier. Do not use the term
"self-explanatory." All data elements and
chains must have at least one data use
identifier. In many cases, a DUI is the same
as the name of the data element. In these
cases, it is not necessary to duplicate the
name of the DUI in this block.

8. "NAME OF ASSIGNED RESPONSIBLE AGENCY OR MAIN-
TZMANCE OFFICE" - Enter the component respon-
sible for the development and coordination of
the recommended standard and the maintenance
office.

9. "NAME AND TELEPHONE NUMBER OF PERSON TO
CONTACT FOR FURTHER INFORMATION (PROJECT
OFFICER) - Enter the name and telephone
number of the person who has detailed
knowledge of this recommended standard. This
person will normally be the project officer
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and not the component point of contact for

data element matters.

10. For DoD Component Internal Use.

11. Prior to submission to WHS(DIOR), all.
Component comments not accepted should be
identified with justification of why the
comments were not accepted. Also, include a
statement Justifying why this data element
should be a DoD Standard.
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2.3 STANDARDIZATION CRITERIA

2.3.1 GENERAL CRITERIA

In order to provide a common data base for most data sys-
tems, DoD data elements and data codes will be standardized
uniformly in accordance with the policies and procedures outlined
in DoD Directive 5000.11, "Data Elements and Data Codes Standard-
ization Program," December 7, 1964, and DoD Instruction 5000.12,
"Data Elements and Data Codes Standardization Procedures," April
27, 1965 and with the criteria outlined herein. Before proceed-
ing, it may be helpful to review the "Explanation" sections of
DoD Instruction 5000.12 and the "Definitions" section of this
manual.

2.3.1.1 DATA ELEMENTS

A. Each data element will be given a unique name.

B. A data element may be given a unique mnemonic abbrevia-
tion. (Please see Section 2.3.2, "Abbreviations," for further
standardization criteria.)

C. Each data element will be given a precise and succinct
definition which will have a meaning significantly different from
any other data element. This definition will have one acceptable
interpretation and will be thoroughly developed and tested on a
small sample of knowledgeable users. The definition should state
"what the data element is" and expand further, if additional
clarification is necessary. Existing definitions in current
publications should be used to the maximum extent possible if
they meet the above criteria.

D. Each data element must have at least one data use identi-
fier, i.e., a data element must be used in at least one data
system and the data element therefore becomes a data use identi-
fier.

E. Two or more data elements may be chained to each other in
a prescribed sequence and used as a group. For example, more
data chains may be chained or a data chain and a data element may
be chained. For example, the data chain "National Stock Number"
is composed of the data chain "Federal Supply Classification" and
the data chain "National Item Identification Number."

F. Each data element should have a set of data items differ-
ent from those of any other data element.

2.3.1.2 DATA USE IDENTIFIERS

A. Each data use identifier (DUI) will be different from any
other data element or related feature.

B. A DUI may be given a unique mnemonic abbreviation.
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C. Data use identifiers use the data items of the data
element from which they are derived.

D. Two or more data use identifiers can be chained to each
other in a prescribed sequence and used as groups. For example,
two data use identifiers called "City of Birth" and "State of
Birth" could be grouped together to form a chain called "Birth
Place."

E. Data chains may have data use identifiers. For example,
the chain "National Stock Number" may have a DUI, "National Stock
Number to be Transferred."

2.3.1.3 DATA ELEMENT STANDARDIZATION QUESTIONS

A. Is the data element describing a single generic class of
data?

B. Does it have a unique name that conveys a meaning without
reference to any other data element?

C. Is there a single definition? Precise? Unique? Succinct?

D. Is the definition in terms of "what it is" rather than
"how it is used?"

E. Is the definition subject to more than one interpreta-
tion?

F. Does the data chain use the same items and codes as the
data elements from which it is constructed?

G. Does the data chain have a unique name?

2.3.2 ABBREVIATIONS

2.3.2.1 PURPOSE

The purpose of developing abbreviations in the DoD Data Elements
and Data Codes Standardization Program is to assure that all
expressions which could be used to express data will be standard.
The provision of an abbreviation is not mandatory; abbreviations
are provided for convenience. In some cases, the standard abbre-
viation and the standard code may be identical in which case the
code is the abbreviation. In these cases, it is unnecessary to
code the abbreviations.

An abbreviation, by definition, is a shortened form of a
written word or phrase, used for brevity. It is typically devel-
oped by omission of letters from one or more parts of the whole.
They are used to provide management and operations personnel with
a convenient means to reference longer phrases.

In the DoD data standardization program, standard abbreviations
may exist on several levels. By DoD Instruction 5000.12, a data
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element may be given a unique mnemonic abbreviation; a data item
may be given an abbreviation unique within the data element; and
a data use identifier (DUI) may be given a unique mnemonic abbre-
viation.

2.3.2.2 RULES FOR ABBREVIATIONS

A. An acronym is a word formed from the initials of a word
group; for example, RADAR. An acronym may be an abbreviation,
but every abbreviation is not an acronym.

B. Abbreviate significant words in the name, trying to
maintain a maximum of three.

C. Words of five characters or less-when used alone general-
ly should not be abbreviated. For example "color," if it were
used alone, should not be abbreviated.

D. Initial letter of data element, DUI or data item must
always be present in the abbreviation.

E. Use capital letters for all standard abbreviations.
Where commonly accepted and used abbreviations already exist,
they should be used in their customary form. For example, BOQ
for "Bachelor Officer's Quarters."

F. Do not use a period after abbreviations.

G. Use the same abbreviation for singular or plural forms of
the same words.

H. Consonants are more important than vowels in the abbre-
viation.

I. An abbreviation of a DUI should be unique, understand-
able, and, so far as possible, should not consist solely of the
first letter of each word in the DUI.

J. Abbreviations should follow the same sequence as the data
element, DUI or data element name.

K. Cannot begin or end with a hyphen.

L. Must have at least one alphabetic character.

During development of a standard data element, in case an
agreement in the working group appears impossible on the standard
abbreviation, even after application of the rules above, the
abbreviation acceptable to the ARA's component will be recommend-
ed as standard prior to coordination. If, during the coordina-
tion phase, an agreement cannot be reached, the documented posi-
tions and rationale should be forwarded to WHS(DIOR) for final
resolution.
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2.3.3 QUALITATIVE DATA ELEMENTS

Qualitative data elements, as opposed to quantitative data
elements, are used for descriptive types of information. These
data elements contain either coded or literal data items, quanti-
tative data elements do not. Examples of qualitative data ele-
ments include:

DATA ELEMENT
STD-REF-NO DATA ITEM TYPE NAME

GR-AD Coded Grade, Civilian
NA-RG Literal Name, Individual
MO-NA Coded Month

This section addresses the criteria for standardizing qualitative
data elements.

2.3.3.1 DATA ITEMS

A. Data items may be coded or may be the literal meaning or
value.

B. Each data item classified under a data element will have
a unique name and meaning different from any other data item
classified under that data element.

C. A data item may be given an abbreviation unique within
the data element. (See Section 2.3.2, "Abbreviations," for fur-
ther guidance).

D. The data items classified under a data element must have
homogeneous characteristics that fit within the data element
grouping.

E. A data item cannot be logically subdivided and retain
significance of the data element class.

2.3.3.2 DATA CODES

A. Data codes should be developed to best accommodate all
requirements, e.g., sorting, aggregating, grouping, manual use,
system requirements.

B. Except for literal data items, each data item will be
assigned a number, letter, character, symbol or any combination
thereof as a code within a single fixed code structure for the
whole data element.

C. Suitable abbreviations may serve as a data code.

D. The number of characters of a code should be predicated
on the number of items within the element and should be short;
however, due consideration must be given to the likelihood of
adding additional items in the future. If this likelihood
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exists, the code should be designed to accommodate expansion
without complete restructuring, redesign and recoding.

E. Special characters such as +, -, $, *, etc. are to be
avoided in code structures except for separating code segments.
In that case, a hyphen (-) may be used.

F. If the meaning of data code changes (e.g., Panama (PN)
excluded Canal Zone but now includes it), then assign a new code
(e.g., Panama (PM)).

2.3.3.3 DATA ITEM STANDARDIZATION QUESTIONS

A. Are the data items homogeneous?

B. Are they mutually exclusive?

C. Are they unique to data elements?

D. Are they adequately defined?

2.3.3.4 DATA CODE STANDARDIZATION QUESTIONS

A. Does the data code best accommodate all requirements?

B. Is it a single structure?

C. Does it accommodate expansion?

D. If an existing code needs to be expanded, can the exist-
ing code structure be maintained by adding a prefix?

E. Has the meaning of the data item definition changed?

2.3.4 QUANTITATIVE DATA ELEMENTS

2.3.4.1 GENERAL

The purpose of this section is to provide criteria for
standardizing the data elements used in data systems to express
quantitative characteristics (i.e., quantities). These criteria
are to be used in conjunction with Section 2.3.1, General Criter-
ia, to complete the process of standardizing all the data ele-
ments involved in the DoD data systems.

Quantitative data elements will be standardized in accord-
ance with the criteria in this Section. Quantitative data ele-
ments that are used by two or more DoD Organizations or two or
more DoD data systems will be standardized and published in DoD
Manual 5000.12-M.
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2.3.4.2 ASSOCIATION WITH UNIT OF MEASURE

Many quantitative data elements are associated with a unit
of measure, either expressed or implied. For example, one supply
data system might have, as an entry in its requisition record
(input), the following "implied" amount:

Field Name: Unit of Measure Amount

Entry: lb 1,000

Another supply data system might have, in an output record,
the following "expressed" amount:

Field Name: Amount in Pounds

Entry: 1,000

In the DoD Data Element Standardization Program, it is
possible to show the unit of measure, where needed, in either
way, i.e., expressed or implied. It cannot, in the same situa-
tion, be both ways. If it is necessary to express the unit of
measure, which is characteristic where a group of transactions
represent varying units of measure, it will be part of a data
chain, composed of Unit of Measure and the Quantity or amount
involved. An example of this type of usage follows:

Data Chain: Shipped Amount

Field Name: Unit of Measure Amount

Entries: lb 1,000

Short Ton 30

Linear Feet 5,700

2.3.4.3 CHARACTERISTICS OF QUANTITATIVE DATA ELEMENTS

A. Always expressed in Arabic Numbers.

B. May be whole numbers, fractional numbers or mixed numbers.

C. Expressed in decimal number system or any other number
system such as the binary, octal, etc.

D. Expressed in cardinal number form. (Numbers used in
simple counting or in answer to "how many"?).

E. Expressed in decimal fractions or cardinal numbers frac-
tions.

F. May be a positive or negative number.

G. May represent a transaction entry.
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H. May represent a result of a computation, either internal-
ly within the system or as a system output.

I. May represent both a transaction entry and a result of a
computation.

J. May appear as an input or an output of a data system or
may be an internal input or output within a data system.

K. May vary widely from system to system in size, form of
expression, rounding, wholeness or fractionation, decimal (or
radix) pointing, number system.

L. Even within a single data system the expression could
vary widely in size although it would be extremely rare if it
were to vary in the other basic characteristics of expression.

M. They are not codes, even though, in a pure sense, a
number is a code for a quantitative expression.

2.3.4.4 STANDARDIZATION CRITERIA

A. The requirements for each DoD standard quantitative data
element are: a standard name, abbreviation, definition, struc-
ture (numeric), and length.

B. Quantitative data elements will be established at the use
level with the broadest possible base of use, incorporating
requirements of as many data systems and organizations as possi-
ble whil] still giving meaning and providing standard definition,
name, length, and structure of expression. They will be use-
defined, that is "how is it used"? Quantitative data elements
will have specific Data Use Identifiers to identify their use in
specific data systems. Data Use Identifiers fVr data systems
used by two or more DoD organizations or data systems will be
published in DoD Manual 5000.12-M.

C. When quantitative data elements need to be associated
with a unit of measure, they may be combined with a unit of
measure data element to establish a data chain or may have a unit
of measure built into the name of the DUI.

D. Rounding

1. Different rounding requirements may require
establishment of separate data elements, For example:

Total Production Per Person Per Job Per Week

Unit Price (in 1000ths)

Tolerable Error Rate (Three Decimal Places)
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2. Alternatively, a data element, Precision Suffix,
which is not a quantitative data element may be used in a data
chain with the quantitative data element to indicate type of
rounding.

E. Quantitative data elements may be chained. Data chains
for quantitative data elements may include a data element for
Unit of Measure, which is not a quantitative data element. The
word "Dollar" may be included in the name of the quantitative
data element.

F. Quantitative data elements will not be expressed as data
items but in numbers. Quantitative data elements are not coded,
nor are they considered as literal data elements. Quantitative
data elements will be expressed in decimal form using Arabic
notation, The American National Standard Code for Information
Interchange, with appropriate portions of the following pattern:

Sign - Whole Number - Decimal Point - Decimal Fraction
Decimal Point - Fraction Numerator Slash - Fraction
Denominator

Preceding the numerical expression will be the sign:

Positive Numbers - Blank or a Plus (+)
Negative Numbers - Minus (-)

Examples:

765 whole number
765.41 whole number, decimal point, decimal fraction
765.41.3/4 whole number, decimal point, decimal fraction,

decimal point, fraction numerator, slash,
fraction denominator

.41 decimal point, decimal fraction

.41.3/4 decimal point, decimal fraction, decimal point,
fraction numerator, slash, fraction denominator

G. These numbers representing the expression of quantitative
data elements will not be listed in the data element manual (or
DD Form 1625). Ranges will be indicated where possible.

2.3.5 SPECIAL CASES

2.3.5.1 DATA ELEMENTS INVOLVING SERIAL NUMBERS

Serial numbers in every case are used for identification,
are assigned sequentially, and are used to establish a relation-
ship. Serial number type data elements will be of two types,
independent and dependent.

A. Independent Serial Numbers

An independent serial number type data element is unique
and complete within itself. Therefore, it can stand alone. An
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example of this type data element is "Housing Index Identifica-
tion," a number which uniquely distinguishes the specific housing
allowance established by the Joint Travel Regulations.

The following criteria apply to such independent serial
number type data elements:

1. It will be established as a standard data element.

2. Do not use "Serial Number" in the data element name.

3. Use "Identification" in every data element name. For
example: Housing Index Identification.

4. Data item characteristics are: Fixed length, lite-
ral, alpha-numeric.

5. It may have DUIs. For example: Latest Housing Index
Identification.

B. Dependent Serial Numbers

A dependent serial number type data element has no
meaning by itself, only through its use and in combination with
other information or data elements. For example, in the existing
data chain "National Stock Number (NSN)," the last seven posi-
tions are the serial number of the NSN. This serial number
portion is the data element "National Item Identification Serial
Number" and has no meaning without its associated data elements.

The following criteria apply to such dependent serial
number type data:

1. Will be established as a standard data element if
part of a standard data chain.

2. Always use "Serial Number" in the data element name.

3. Data item characteristics are: Fixed length, lite-
ral, alphanumeric.

4. It may have DUIs. For example: Related National
Stock Number.

5. The system requirement will dictate how the depen-
dent data element is to be structured.

26



2.3.5.2 MILITARY MEDICAL REGIONS (MI-LM)

The military medical facilities which are located in the
states of Texas and Virginia are listed by military medical
region below:

TEXAS

Hospitals RegionA Region 5

Army Wm. Beaumont AMC All other Army Hospitals
Navy None All USN hospitals
Air Force None All USAF hospitals

Clinics/Dispensaries

Army None All Army facilities
Navy None All USN facilities
Air -orce None All USAF facilities

VIRGINIA

Army Kenner, Ft. Lee Dewitt, Ft. Belvoir
McDonald, Ft. Eustis

Navy Hosp., Portsmouth None
Air Force Langley AFB, Hampton None

Clinics/Dispensaries

Army Ft. Monroe, Hampton All other Army facilities
Ft. Pickett, Blackstone
Ft. Story, Virginia Beach

Navy All other Navy facilities NMC, Quantico
Arlington Annex, Arlington
NOL Test Fac., Chesapeake
NAVSWC, Dahlgren
CGS Camp Uphur, Quantico
Brown Field, Quantico
TBS, Quantico
NALF Fentress, Chesapeake
NAVRADSTA, NW Chesapeake

Air Force All other USAF facilities None

2.3.5.3 RULES FOR FORMATION OF NAME, INDIVIDUAL (NA-RG)

A. The full name of an individual will be recorded using
twenty-seven (27) character positions, including spaces, as given
in the specifications listed in succeeding subparagraphs. If the
full name exceeds 27 positions, they will be shortened in accor-
dance with the rules cited below.
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B. The complete name of an individual will be shown begin-
ning in the leftmost position of a data field, designated to
include "Names," as complete last name (surname), space, full
first name, space, full middle name or if no middle name, middle
initial, space, additional middle initials (if any), space, and
designations such as Jr, Sr, II (2nd), III (3rd), as applicable,
following the middle name or initials. Also, no punctuation will
be used. Examples are:

1. Complete Name:
/J/O/N/E/S/ /J/O/H/N/ /P/A/U/L/ / / / / / / / / / /

2. No middle name but initial:
/S/C/H/O/T/T/E/N/H/E/I/M/E/R/ /B/E/R/N/A/R/D/ /W/ /

3. Overflow with initial:
/S/C/H/O/T/T/E/N/H/E/I/M/E/R/S/O/N/ /F/R/E/D/E/R/I/ IS/

4. Overflow with no initial:/S/C/H/O/T/T/E/N/H/Et/IiM/E/R/S/T/O/N/ /F/R/E/D/E/R/I/C/

5. Jr, Sr, III (3rd) examples:
/S/C/H/O/I/T/E/N/H/E/I/M/E/R/R/ IJ/OIHINI /IR/ / I /
/S/C/H/O/T/T/E/N/H/E/I/14/E/fl/R/ /B/E/R/N/A/R/ /W/ /J/R/
/S/C/H/O/T/T/E/N/H/E/ I/M/E/R/S/O/N/ /F/R/E/D/E/R/ /S/R/
/S/C/H/O/T/T/E/N/H/E/I/M/E/R/R/ /B/E/R/N/A/ /W/ /I/I/I/

C. Apostrophe or hyphen contained within a name is not to be
shown, spaces are not to be inserted between sections of names,
and a space is not to be used as a substitute for an apostrophe
or a hyphen. Examples are:

1. Mc Affee John Q is shown as:
/M/C/A/?/?/E/E/ /J/O/I/R/ /Q/ / / / / / / / / / / / / /

2. O'Brien James H is shown as:
/O/B/R/I/I/N/ /J/AK/M//S/ /H/ / / / / / / / / / / / / /

3. Smith-Connally Harold N is shown as:
/SlM/I/T/H/C/O/N/NIA/L/L/Y/ /H/A/R/O/L/D/ /M/ / I I I I

D, In those extremely rare cases of a last name which would
use up or exceed 25 character positions (including spaces) show
the last name through the 25th position, a space, and the first
name initial only. If there is a Jr, Sr, II or III, etc. invol-
ved, show the last name only through the 21st or 22nd position as
applicable. Care should be taken not to shorten an exceedingly
long name into a shorter one.

1. Vonderfrohlinghuysenstoner Wilhelm H - shown as:
/V/O/N/Dt//R/F/R/O/H/WI/N/G/H/U/Y/S/E/N/S/T/O/N/E/ /W/

2. Vonderfrohlinghuysens Wilhelm H III - shown as:
/V/O/N/D/Z/R/F/R/O/R/L/I/N/G/H/U/Y/S/E/N/S/ /W/ /I/I/I/
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E. Extra middle initials will be shown only when there is
room and otherwise will be dropped with the remainder of the name
shown in accordance with the rules. Examples are:

1. Williams Joseph J B Jr:
/W/I/L/L/I/A/M/S/ /J/O/S/E/P/H/ /J/ /B/ /J/R/ / / / / /

2. Schottenheimerstone Mark M W:
/S/C/H/O/T/T/E/N/H/E/I/M/E/R/S/T/O/N/E/ /M/A/R/K/ /MN /

F. The same rules of formation and contraction would apply
to all personnel files even though the name sequence may be
reversed except that the Jr, Sr, II, etc., would appear after the
last name. For example,

Williams Joseph J B Jr:
/J/O/S/E/P/H/ /J/ /B/ /W/I/L/L/I/A/M/S/ /J/R/ / / / / /

2.3.5.4 QUANTITATIVE DATA ELEMENTS INVOLVING TABLES

A. BACKGROUND

1. Many data systems have a requirement for showing
current and cumulative amounts of all kinds, such as dollars,
units, quantities, in a fixed series of stages or progressions.
In standardizing the data elements for such a situation, the
total pattern should be considered simultaneously; rather than to
try and standardize one data element at a time which could result
in omissions, total or partial duplication or unequal treatment
of the same level of quantity. By analyzing the total the estab-
lishment and assignment of an arbitrary meaning to specific words
as they appear in a specific position in the pattern establishes
consistency in developing data elements and assists understanding
of the standardized data elements. Additionally, the pattern
provides the basis for prescribing the data field names needed in
the data system design.

2. A classic situation where quantitative data elements
are used is a collection of data in a table or matrix, "A rectan-
gular array of mathematical elements." In mathematics, statis-
tics, accounting, data processing, various expressions are used
in relation to such a table, for example, "rows" and "columns,"
"columns" and "stubs," "decision logic tables," "statistical
analysis," etc. The data elements for which standard terminology
will be established are the column entries, the row entries and
the points of intersection of the rows and columns. The table
reflects both horizontal and vertical totals on a progressive
basis, resulting in several stages of totals. A simple example
of the type of situation under discussion would be:
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Number Number Total
Grade of Boys of Girls Population

1 15 28 43
2 31 20 51
3 27 27 54

TOTALS 73 75 148

3. Many circumstances in DoD data processing require such
data displays, either as report-type output, permanent records,
statistical analyseo, or, as the basis for decision making.
Examples are statistical tables such as the Inventory or Military
Real Property, Personnel Longevity Table by Grade and Aged Status
of Item Requisitions; also, permanent records involved in such
systems as payroll (individual pay record and the payroll it-
self); supply (item record with stored balances and supply status
report).

4. In many instances there is ^n individual-related-to-
group aspect which results in several stages of totals. For
example, each individual has a pay record, reflecting period and
cumulative actions on the individual record. Additionally, the
total of all individuals in the group, such as a branch or divi-
sion, represents a group record with the period and cumulative
actions related thereto, and so on.

5. The word* used in such data elements to which an
arbitrary, agreed-upon, standard meaning io assigned, as illus-
trated in Figure 2.3.5-1, are "total," Pgran4 total," "great
grand total," "cumulative amount," "aggregate," "total gross," et
al. The work of one of the ARAs in standardizing the various
layers of data elements representing totals has indicated that a
generalized convention can be developed with a potential for use
in any data system which requires predetermined tables and such
progressive totals. Figure 2.3.5-1 on the following page has the
generalized table for use in naming data elements in these matrix
situations. In each use, the name of the standard data element
will identify the class of data by adding system or function-
oriented words to these tabular names, to result in data element
names such as "Total Amount of Items on Hand," "Cumulative Pay
Amount."

B. PROCEDURE

1. The table to be developed is only a procedural tool
to be used during the standardizing process. It has no validity
after the data elements are standardized, (although it may repre-
sent a report in the data system design). The tabular form does
not dictate a format, but instead is based on existing or
projected formats, as determine4 by the data system designer.
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2. The first step in the development of stages of
[Figure 2.3.5-1] totals of quantitative data elements is to
identify the table of data required by the data system(s). The
types of data susceptible to such presentations are dollars,
hours, quantities of such things as people, spaces, items and
units. The approach presented here is applicable to all types of
such data.

3. The generalized pattern (Figure 2.3.5-1) will be used
in tabular situations wherein the data elements used will be
given an arbitrary meaning in the table. Each such table will
use the same types of data elements in the same way so that the
data elements in the table are consistently named. The data
elements in the pattern will be named by adding a functional or
data system application word(s) to the words "amount," "total,"
and "aggregate," each of which has been given a specific meaning,
when used in such a matrix, as follows:

a. "Amount" - is the specific notation entered into
a column or a row. The word "amount" is added to functional or
data-system-oriented words to establish the name of the data
element, which is then used in a column heading such as "Regular
Pay Amount." The data is entered in thenumeric expression,
"200.00." Another data element example is "Overtime Amount." The
data expressions could be the numeric expressions "20.00, 10.00,
10.00, 10.00."

b. "Total" - is the horizontal summary notation
representing the sum of the amounts in one row. The word "total"
is added to functional or data-system-oriented words to establish
the name of the data element, which is used in a column heading,
such as "Total Net Pay." The data is entered by the numeric
expressions, "194.00, 189.00," etc.

c. "Aggregate" - is the vertical summary notation,
representing the sum of the amounts in one column. The word
"aggregate" is added to the functional or data system oriented
words to establish the name which is used in data systems such
as, "Individual Aggregate, Regular Pay."

d. When "totals" are aggregated, the sum is termed
"Aggregate Total." When "aggregates" are totaled, the sum is
termed "Total Aggregate." The grand total will be called the
"Grand Total Aggregate."

e. Other words have specific meanings for use in
such patterns, as follows:

(1) "Cumulative" - is the notation representing
a quantity which increases in size by successive quantitative
additions. "Cumulative" may be applied either to a horizontal
"Total" data element name or to a vertical "Aggregate" data
element name to indicate the increasing aspect. "tcim,1pitic'
Total Overtime," and the data element "CumuJltive Arjr!,•,•,
Amount Overtime," are examples of this.
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(2) "Net" - is used in a Data Use Identifier
with "Total," "Aggregate" and "Cumulative" to indicate that the
minus and plus quantities have been applied to the same data
element to result in a fundamental quantity, increased and re-
duced appropriately. Examples are "Net Total Bond Balance" and
"Total Net Pay."

(3) "Row" - is the horizontal line of figures on
a numerical display of figures.

(4) "Column" - is the line of figures arranged
vertically on a numerical table.

(5) "Grand" - is applied to both the word "To-
tal" and the word "Aggregate" to identify a second stage of
horizontal summary and a second stage of vertical summary,
respectively. An example is "Grand Total."

(6) "Balance" - modifies a data element which
reflects the difference between total debits and total credits in
an account or the total of an account containing only debits or
credits. It reflects, on other than an account, the quantity
left after other arithmetic operations have taken place.

4. Figure 2.3.5-1 is the generalized pattern to be
followed in standardizing such data elements.
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3.0 DoD STANDARD DATA ELEMENTS AND DATA CODES

This section contains listings of the active DoD Standard
Data Elements, Data Use Identifiers, and Data Codes, organized as
follows:

Part 1 - Reference Number Index of Data Elements and Data
Use Identifiers

Part 2 - Alphabetical Index of Data Elements and Data Use
Identifiers

Part 3 - Data Elements and Data Use Identifiers Keyword Out
of Context (KWOC) Index

Part 4 - Data Elements and Data Codes Dictionary by Standard
Reference Number.
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4.0 DoD OBSOLETE STANDARD DATA ELEMENTS AND DATA CODES

This section contains listings of the obsolete DoD Standard
,.1 ., ,-i,-r-tr; D;,t; Ufe Identifiers, and Data Codes, organized as

Part 1 - Reference Number Index of Obsolete Data Elements
and Data Use Identifiers

Part 2 - Alphabetical Index of Obsolete Data Elements and
Data Use Identifiers

Part 3 - Obsolete Data Elements and Data Use Identifiers
Keyword Out of Context (KWOC) Index

Part 4 - Obsolete Data Elements and Data Codes Dictionary by
Standard Reference Number
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5.0 USER AIDS

The ordering of data items for data elements presented in
Section 3.0, Part 4 of this manual varies. The ordering may be
on the names of the data items, on the codes of the data items,
or the data items may be in random sequence.

In the case of frequently used data elements having many
data items, it has been noted that there is need for both an
alphabetical ordering on data item names and an alphabetical
ordering on data item codes.

For this reason, two data elements are presented in this
section in a different data item ordering sequence than the one
presented in Section 3.0, Part 4 of this manual.

5.1 COUNTRIES OF THE WORLD (FIPS 10-3)

The data items of this data element are presented in this
section in alphabetical order by Country Name. This data element
appears in Section 3.0, Part 4, as DoD Reference Number CO-XV,
with the data items in alphabetical order on Country Code.

5.2 LANGUAGE IDENTITY

The data items of this data element are presented in this
section in alphabetical order by Language Identity Code. This
data element appears in Section 3.0, Part 4, as DoD Reference
Number LA-JM, with the data items in alphabetical order on Lang-
uage Identity Name.
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